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WHAT IS A VFW
QUARTERMASTER?

The Post Quartermaster is:

The chief financial officer
Custodian of Post funds and property

Only one authorized to receive, handle, and account for
funds

Treasurer of all committees handling funds




DUTIES OF THE POST
QUARTERMASTER

The duties are set forth in the National

Manual of Procedure, Section 218(a)(5)

¢ Qualify and secure a bond equal to liquid assets.

e Collect all money, secure all property, be the
accountable officer of the Post and Treasurer on
committees.

e Disburse funds as properly authorized by the
Post using accepted banking practices.

® Receive and pay membership dues.

® Provide Post Trustees all documents needed to
conduct the quarterly audit.




DUTIES OF THE

QUARTERMASTER (cont.)

f. Maintain a relief fund. (Section 704 of Bylaws and Manual of
Procedure)

g.Reconcile and verify all transactions and maintain books and records
in legible, uniform format.

h.Provide access and transfer all properties of the Post to your
successor without delay.

i. Perform your duties in accordance with the Bylaws and laws and
usages of this organization.



DUTIES OF THE " fegular and special meetings of the Post.
Q UARTE RMASTE R k. File appropriate forms as required by

Federal, State, and Local statutes and

(Cont.) regulations.
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990 Return of Organization Exempt From Income Tax OMEB No. 1545-0047
Form

(Rev. January 2020) Under section 501(c), 527, or 4947(a)(1) of the Internal Revenue Code (except private foundations)
Department of the Treasury » Do not enter social security numbers on this form as it may be made ;?ublic. Open to Public

| Surety Bonds vs. Insurance '
Internal Revenue Service » Go to www.irs. fori ions and the latest i Inspection
ws "mm “lw lﬂ A For the 2019 calendar year, or tax year inni , 2019, and ending ,20

Premium Assumes bm B Checkif C Name of D Employer identif number
- : AT % Premium ] Address change Doing business as

[ Name change Number and street (or P.O. box if mailis not delivered to street address) Room/suiite E Telephone number
[ initial retumn

- [ Final return/terminated |  City or town, state or province, country, and ZIP or foreign postal code
Indemnitors Reimburse Surety Insured only Responsible for

[ Amended retum G Gross receipts $
for oll Losses Deductible and Co- qus [ Application pending |F Name and address of principal officer H(a) I ths a group retum for subordinates? [_] Yes [ No
— : H(b) Are all incluged? (] Yes [ No
| Tax-exempt status: [1501(c)3) [1501(c) ( )« (insertno) [ ]4947(a)(1) or []527 If “No,” attach a list. (see instructions)
J Website: » H(c) Group exemption number »

or s on Limits on Loss Controt K Form of [ Orrust [ [ other» [ L Year of formation: | ™ state of legal domicile:
Lirmits M Based Based m y
Ability and Creditworthiness and What Is Affordable

u el

. Often Written By Same Companies but Different Divisions
L _——




TAKING OVER AS FoolProof Bank - Signature Card

QUARTERMASTER

NAME IN FULL (Surname/Company Name First - IN CAPITAL LETTERS) CURRENT A/C No.

P EFES T REE]

. Previous QM must be given a “clean ADDRESS
slate” by Post Trustees.

P.O. Box No. (If any)

. Check with bank to determine if funds TEL No.
are correct and in order.

OCCUPATION/BUSINESS

DATE A/C Opened

. Update bank signature cards.

USUAL CHECKED BY

) . SIGNATURE(S
. Make deposits at regular intervals. v BANK STAMP / SIGNATURE

. Deposit receipts in same physical form
as received.

. Never pay bills in cash.



BONDS - ACCOUNTABLE
OFFICER

« Who needs to be bonded?
* Any and All Post Officers who have access to the Post Funds (on bank signature card).

* The position, not the person is bonded.

*  How much should you be bonded for?
* Enough to cover liquid assets. Rule of Thumb: Should be slightly more than your quarterly audit total.

e How much does a bond cost?

*  S4 per thousand with a minimum of $3,000 in coverage.
https://vfwca.org/uploads/Documents/Forms/StateBondingRates2021-2022.pdf

« Can I increase my bond coverage?
* Yes, you submit a new application and pay the difference between the two amounts.


https://vfwca.org/uploads/Documents/Forms/StateBondingRates2021-2022.pdf

BONDS - CLUB EMPLOYEES

Who needs to be bonded?
*  Any club employee who is responsible for money. Canteen manager, Bingo Chair.

* The person, not the position is bonded.

How much should you be bonded for?

*  Enough to cover what they normally are in custody of until given to QM.

How much does a bond cost?

*  $6 per thousand with a minimum of $3,000 in coverage.
https://vfwpacific.org/uploads/Documents/Forms/StateBondingRates2021-2022.pdf

What happens if the Canteen Manager is replaced?
*  You will need to submit a new application and pay for a new bond.


https://vfwca.org/uploads/Documents/Forms/StateBondingRates2021-2022.pdf

CHECKING ACCOUNT VS. FUND ACCOUNTS

« Various funds may make up your

checking account. VFW Post 23 Checking Account

« If you have a canteen, you should
have a canteen fund. :
Relief Fun
« If you keep cash on hand, you
should notate it in funds.

« If you have a Lotto machine, you
must have it in a separate bank
account.

Post Building Fund

« You must maintain a Relief Fund!

General Fund

Honor
Guard Fund




FINANCIAL REPORTING -

guartermaster’s Ledger

The Receipts, Expenditure and Distribution Ledger (Item #4204), also known as the
Quartermaster’s Ledger is the most important financial record of the Post.

The ledger should contain the following information:
1. The date of the transaction
2. Who the transaction is associated with
3. The reason for the transaction

4. Receipt or Check number



Quartermaster’s Ledger (cont.)

5. Cash and Bank represents to amount of the transaction. Funds received are
entered in the Received column and funds paid out go in the Expended column.

6. The next columns will be your Post’s line-item funds:
* Dues
* General Fund
e Relief Fund
* C(Canteen
* Etc.



6. Fund Line-Items (cont.)
. Each of the individual line-items should

Qua rtermaSte r’S have a Received and an Expended column.

. The amount in the Cash and Bank Received

Ledger (CO nt-) or Expended columns should have a
corresponding, equal entry(ies) in a fund
line-item(s).
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Example 1 (cont.) Example 1 Pictured: Receipts, Expenditure and Distribution Ledger Page



Quartermaster’s Ledger — Excel Sample

VFW, Department of California, District 17
District Quartermasters Monthly Financial Ledger

WFEW

VETERANS OF FOREIGN WARS.

California

District Quartermasters Receipts, Expenditures, and Distribution

Date: 2021 Cash & Bank General Fund Relief Fund Special Projects Savings
Receipyy_|TOtal Total
Month v | Day~ From/To Reason v |Check v |Received v |Expendel v |Received v |Expende( v |Received v |Expende( v |Received v |Expendet v |Received v |Expende: v
une 01 Previous Ledger $48,677.89 $5,617.57 $146.00 $0.00 $42,914.32
30 Wells Fargo Savings Interest $0.35 035
Total $0.35 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.35 $0.00
Grand Total $48,678.24 $5,617.57 $146.00 $0.00 $42,914.67
Checks Outstanding
16 Carly Moran VOD Scholarship 07430
16 Li Yanqing VOD Scholarship 07431
16 Harvalove Bains VOD Scholarship 07432

Checks Written, Total Dollars

($600.00)




DETAIL OF RECEIPTS AND
DISBURSEMENTS

This is commonly referred to as the Quartermaster’s Monthly Report:

* Not intended to replace the Quartermaster’s Ledger

« Assists in providing Post Trustees and Post Adjutant a continuous
record of financial operation

 Provided to the Trustees for review and audit

» Assists Post Trustees in completing the quarterly audit.



QUARTERMASTER'S QUARTERMASTER'S COPY

DETAIL OF RECEIPTS AND DISBURSEMENTS posTno. 14001
Apl 1 to Ap 30 20 XX Meefing of May 2 20 XX
RECE®TS (DETAIL EACH) “5‘:"0"5‘ DISEURSEMENTS (DETAIL EACH)
R 221 | Adam Furst - Cont. Member 43| 00 63 | Cily Power & Light 94| 53
R 222 |R.J. Thomas - Cont. Member 43| 00 64 | Farst National Bank - Mort 200| 00
R 223 | Ben Kames - New Member 431 00 65 | National 265| 00
R 224 | Jack C. Burton - Cont. Transfer 43|00 66 | National 93| 00
® ® R 225 |Edward B. Hum - Reinstate 43|00 67 | Water Company 63| 75
R 226 |Kenneth Price - Life Member 265| 00 68 | National Headquarters 155| 00
R 227 | Curtis Hoyle - New Member 43| 00
R 228 | Receipts from dinner 215| 50
R 229 | Donation from Auxdiary 50| 00
R 230 | Chris Smith - New Member 43| 00
R 231 | John Boyd - Renstate 43| 00

Statement
- Sa m p I e T

has been audited

and found
correct.
Trustses
TOTAL RECEIPTS 874| %0
SmranT
National and Department Dut P —— 248 | 00
Admission Fees
Post General Fund 1.341| 32 313 | 50 358 | 28
Post Relief Fund (See Sec. 219, Manual of Procedure) 134 89 4300
Post Home or Building Fund (Including Savings) 710| 00 —_— T
Post Cantsen or Club Fund — 25[00| 25|00
Life Fund
Other
TOTALS 2186| 21 826 | 50 871] 28 2141 43
The above Statement of Funds must be completed by the READ CAREFULLY INSTRUCTIONS ON
Quartermaster and read at each meeting NO. 4208 REVERSE SIDE OF ADJUTANT'S COPY

Example 3



CHECKS & BALANCES \WEW

NO ONE DOES MORE FOR VETERANS.

Use the Quartermaster’s Ledger and the Quartermaster’s Monthly Report
as a Check and Balance.

R QUARTERMASTER'S QUARTERMASTER'S CoPY
e
1 H DETAL OF RECEIPTS AND DISBURSEMENTS POST NO. 14001
Post Quartermaster's Receipt
<
of Aprl 1 o Apri 30 Meeting of May 2 20 XX
RecesTs pETAL EXCH) DISSURSEUENTS DETAL E5CH)
Jpare RECemY, s No.
moucrro | nmsov | X | cwsmom oD speucanonrezs [dam Furst -Cant Member 00|65 | iy Power & gt EE
i NO. [R.J. Thomas - Cont. Member 43|00 54 Mort 20| 00
he | RECEIVED | EXPENDED | RECEWED | expenoen | Recewed | expenoso Ben Kames - New Member 43[ 0 [ 265] 00
= R 224 | Jack C. Burton - Cont Transfer 43/00 66 3] 00
o1 WO 'R 225 |Edward B Hum - Reinstate 430 |67 | Water Company. 6|75
Cont. R 226 |Kenneth Price - Life Member 25| 00 68 155| 00
of 2 | msmpes | St Y
o 00l R 227 | Curtis Hoyle - New Member 43|00
K o] B i dues ol alool 1]od] R 228 |Receipts from dinner 72‘50
04 7 | Ben Kames A Ale R229 5[0
] 1]00]
g 230 | Chis Smith - New Member 6w
of 7| e Light B 101 R 231 | John Boyd - Remsiate 5[0
Gont
of 10| somuwn | St i Al
j s
of 12| Eamum o N 5l
Tio e
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ol 0| Maons | tieser -
Hoasyuanors | _ransmitat 2Jss ool TOTAL DISBURSEMENTS o »
of 20| postDimer | eress
This is 10 certfy
oA | Ao Cor e | o, that this report
20| Hossquarters | dues B El s been audited
o 21| iy | oo o
o 20| ois s | N Momber , ol
- A2 — TOTAL RECEIPTS 74| 50
04 R| Joha B duos 4lsloo las P e - S| mem e
04 25| water Company|  Wter 8% 105 sl el — 200 24400 —
‘National NewRein. i —
09 2| Hoadguartors | dues (5 1s|s 1| o]z |og) pos Generat Funa EAEIEAEIEEIE 1.26] 54
Post Relief Fund (See Sec. 219, Manual of Procedure) 134) 89 43 ) 00 134| &
Post Home or Building Fund (Including Savings) 710 | 00 e il 70| 00
Post Canteen or Club Fund —_— 2605 | 00 —
Other
TOTALS 2186| 21 826 | 50 A ED 2141) 43
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Example 3
Example 1 Pictured: Receipts, Expenditure and Distribution Ledger Page P!




Checks & Balances (cont.) \\VFW

NO ONE DOES MORE FOR VETERANS.

The Ledger Cash and Bank Received must match Monthly Total Receipts

CAsHAND BANK For Period of Apal 1 to Apd 30
RECEPT RECERTS [DETAIL EACH) !
XPEN! NO.
R 221 | Adam Furst - Cont. Member 43| 00
21 R 222 |R.J. Thomas - Cont. Member 43| 00
4|20l R 223 | Ben Kames - New Member 43| 00
4|20l R 224 |Jack C. Burton - Cont. Transfer 43| 00
o R 225 |Edward B. Hum - Reinstate 43|00
R 226 |Kenneth Price - Life Member 265| 00
ifiz R 227 | Curtis Hoyle - New Member 43| 00
ol R 228 | Receipts from dinner 215| 50
11 R 229 | Donation from Auxdiary 50| 00
R 230 | Chris Smith - New Member 43| 00
T _FR231 | John Boyd - Remstate 431 00
413)
2|65 loo
2|1]5]50]
o]
0o
a2
4|3
3|7
515 |oo|
3| 6| 6 of 71 JERR TOTAL RECEIPTS 874|150 |
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Checks & Balances (cont.) \\VFW

NO ONE DOES MORE FOR VETERANS.

The Ledger Cash and Bank Expended must match the Monthly Total

Disbursements
City Power & Light

4] 53
——— First National Bank - Mort. 200] 00
National Headquarters 265| 00
National Headquarters 93| o0
L Water Company 63| 75
i National Headquarters 155| 00

- TOTAL DISBURSEMENTS 71| 28
9 I




Checks & Balances (cont.) \\VFW

NO ONE DOES MORE FOR VETERANS.

The Ledger totals brought forward must match the Monthly the Cash
Balance Last Report

_ SETRILTON P W;’:‘”mﬁb% BALANTS UAGT REPORT
Post Quartermaster's Receipt National and Department Dues —-
)~ Admission Fees
Post General Fund 1.341| 32
ere RECEIFT
B FROMORTO |  REASON | croex CASHAND BANK s APPLICATION FEES Post Relief Fund (See Sac. 219, Manual of Procedurs) 134 89 |-
NO. f I - - -
o | Ry RECEIVED | EXPENDED RECEIVED | EXPENDED RECEIVED | EXPENDED POSi um ﬁm ("M,g Savm} 110 w
Brough Post Canteen or Club Fund -
#’ == LT Tl e
Other
TOTALS 2186 | 21

The above Statement of Funds must be completad by the
Quartermaster and read at each mesting. NO. 4208




Checks & Balances (cont.) \\VFW

NO ONE DOES MORE FOR VETERANS.

The Ledger line-item Received, Expended, and Totals must equal the
Monthly Receipts, Disbursements, and Cash Balance This Period for each
individual line-item.

SO OF ECE™3 DM FEEMENTS  CABH AT e FoATE PO NGRRD
10 ] National and Department Dues = 248 | 00 g —
Admission Fees e
Post Genaral Fund 1.341| 32 313 | 50 358 | 28 1206 M4
2{ololod Post Relief Fund (See Sec. 219, Manual of Procedure) 134 89 43| 00 134| &9
dii 19 Post Home or Building Fund (Including Savings) 710 00 70| 00
EREE Post Canteen or Club Fund t-— 265 | 00 265 | 00 e
Life Membership Fund
iH Other
1T eleo
TOTALS 2186 21 826 | 50 871 | 28 2,141 43
The above Statement of Funds must be completed Dy the READ CAREFULLY INSTRUCTIONS ON
Quartermaster and read at each meeting. NO. 4208 REVERSE SIDE OF ADJUTANT'S COPY
EEEERHERP s o
1l3lslad 4lsloo]




ELECTRONIC
BOOKKEEPING

Record keeping by electronic means may be used,
provide a back-up is maintained.

Some common programs are:

* QuickBooks

* EO Software - https://www.eosoftware.com/

* Thomas Minisystems - http://thomasminisystems.com/
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\WFW

NO ONE DOES MORE FOR VETERANS.



https://www.eosoftware.com/
http://thomasminisystems.com/

IMPORTANT DATES

+ Surety Bond Renewal
* No later than August 315t

« IRS 990 and FTB 199 (taxes)

» No later than the 15t day of the 5t month following
the end of your fiscal year. Normally November 15,

+ RRF-1 (If incorporated as a Public Benefit Corporation) k

» No later than the 15t day of the 4t month following
the end of your fiscal year.

JNE DOES MORE FOR VETERAI

¢ Quarterly Audit
+ Within 30 days following the end of the quarter.



REFERENCES

Training and Forms

*  www.vfw.org
e www.vfwca.org

Taxes
*  990-N (post card)

*  https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-
organizations-form-990-n-e-postcard

e 199-N (post card)
e https://www.ftb.ca.gov/file/business/types/charities-nonprofits/199N.asp

Charitable Trust Renewal (RRF-1)
e  https://oag.ca.gov/sites/all/files/agweb/pdfs/charities/charitable/rrfl form.pdf



http://www.vfw.org/
http://www.vfwca.org/
https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard
https://www.ftb.ca.gov/file/business/types/charities-nonprofits/199N.asp
https://oag.ca.gov/sites/all/files/agweb/pdfs/charities/charitable/rrf1_form.pdf

QUESTIONS




